MARISA NICOLE BISHOP

8607 CARLSBAD LANE ( LANSING, MI 48917

Cell: 517-775-1709
Email: marisabishop04@gmail.com
 _____________________________________________________________________________________

Accomplished and integrity driven administrative assistant with over 3 years experience in general office, customer sales & service in a mail order.  Ability to work in fast paced environments.   Familiar with most aspects administrative functions with the ability to accurately and quickly enter data into computer and mailing systems. Familiar with UPS Worldship functions.
CORE PROFESSIONAL STRENGTHS
	Fast and accurate typist
Organized and orderly
Research using internet well
	Accurate data entry
Good customer service skills

Listens & follows instruction well
	General office tasks
Works well independently
Team player


PROFESSIONAL EXPERIENCE
Labor Law Poster Service, Lansing, MI                                                        2009-current
  Data Entry/Customer Service rep
· Entered data from incoming orders
· Filing of completed orders

· Customer service – incoming and outgoing calls

· Shipping and fulfillment of orders

· Data entry for UPS orders in Worldship software
EDUCATION
New Covenant Christian School, Lansing, MI           

             Graduated in 2012 as Salutatorian with 3.97 grade point
Lansing Community College, Lansing, MI

              Beginning fall of 2012 in Elementary Education
PROFESSIONAL TRAINING AND SKILLS
Proficient with Mac and PC functionality, as well as Microsoft Office, including Word & Excel. 
Additional interests and community involvement
Currently serving as a Worship leader in the youth group at Mount Hope Church in Lansing, MI.  
Accomplished piano and keyboard player and gifted singer. Also, involved in an internship at Mount Hope Church on two separate occasions.
Member of New Covenant Christian School Girls High school soccer team 2008-2012 seasons.
References available upon request
